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q^HIS  bookie   a.n,s  merely  to  outline  a  simple  method  of  das 
X   s.fy.ng  and      taloging  the  books  of  a  small  library 

lohn  r  ^  n  ^'^^T  ""'  """'"'•  '"'""»»  "  ^fcVred  to  Mr 
John  Cotton  Dana's  "Library  Primer." an  invaluable  handbook  on 
estabhshmg  and  handlinif  a  sr    .' liK™,.     n,  ""uoook  on 

ment  will  idly  give  advice  a       ^^' ■  ""'"  ''''"'■''  '^"P"'*- 
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HOJV    SHALL    I    CATALOG 
MY    LIBRARTr 

VEN  the  smallest  library  attains  its  full  useful- 
ness only  when  properly  classified  and  cataloged, 
so  that  its  resources  on  any  subject  may  be 
learned  at  a  glance  and  any  desired  book  found 
instantly. 

Classifying  means  grouping  the  books  in  log- 
ical order  according  to  subject,  and  giving  to  each  book  a  mark 
which  will  tell  in  which  group  or  class  it  belongs,  distinguish  it 
from  other  books  in  the  same  class,  and  show  its  exact  place  on 
the  shelves. 

For  the  lib.  rian  or  owner  of  a  library  which  is  likely  to  grow 
to  large  size,  or  which  needs  to  be  classified  minutely,  the  best  ad- 
vice IS— engage  a  trained  classifier  for  a  few  days  to  do  the  prelim- 
inary work.  His  knowledge  and  experience  will  be  worth  many 
times  the  amount  of  his  charge. 

Most  small  libraries,  however,  may  be  classified  by  the  amateur 
with  sufficient  accuracy  to  meet  every  practical  need,  providing  the 
work  IS  carefully  done  according  to  an  accepted  system.   Don't  try 


to  devise  a  system  of  your  own! 
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tiota)  shall  J         The  Dewey  decimal  system  is  one  of  the  simplest  and  most 
Catalog  mr  practical. 

Librauv?  The  decimal  system  divides  the  field  of  knowledge  into  nine 
main  Classes,  which  are  numbered  lOO  to  900.  Cyclopedias,  peri- 
odicals, etc.,  so  general  in  character  as  to  belong  to  no  one  of  these 
classes,  form  a  tenth  class,  000. 


CLASSES 

000 

General  Works 

500 

Natural  Science 

icx) 

Philosophy 

600 

Useful  Arts 

200 

Religion 

700 

iFiNE  Arts 

300 

Sociology 

800 

Literature 

400 

Philology 

900 

History 

Each  of  these  ten  classes  is  sub-divided  into  ten  Divisions,  as 
follows: 


DIVISIONS 


000  General  Works 

010  Bibliography 

020  Library  economy 

030  General  cyclopedias 

040  General  collections 

050  General  periodicals 

060  General  sociedes 

070  Newspapers 

080  Special  libraries.    Polygraphy 

090  Boci;  rarities 


100    Philosophy 

1 10  Metaphysics 

120  Special  metaphysical  topics 

130  Mind  and  body 

140  Philosophical  systems 

1 50  Mental  fiiculries.    Psychology 

1 60  Logic,    Dialectics 

1 70  Ethics 

1 80  Ancient  philosophers 

190  Modern  philosophers 
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Diviiions — continued 


200  Religion 

110  Natural  theology 

220  Bible 

230  Doctrinal  theology.    Dogmatics 

240  Devotional.    Practical 

250  Homiletic.    Pastoral.    Parochial 

260  Church.    Institutions.    Wort 

270  Religious  history 

280  Christian  churches  and  sects 

290  Ethnic.    Non-Christian 

3CX)  Sociology 

310  Statistics 

320  Political  science 

33°  Political  economy 

340  Law 

3  ;o  Administration 

360  Associations  and  institutions 

370  Education 

380  Commerce.  Communication 

39°  Customs.    Costumes.    Folk-lore 

400  Philology 

4'°  Comparative 

420  English 

430  German 

44°  French 

45°  Italian 

460  Spanish 

47°  Latin 

480  Greek 

490  Minor  languages 
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500 
;io 

52° 

530 
54° 
550 
560 

570" 

580 

590 

6cxD 
610 
620 
630 
640 
650 
660 
670 
680 
690 

700 

710 

720 

730 
740 

75° 
760 

77° 
780 
790 


Natural  Science 
Mathematics 
Astronomy 
Physics 
Chemistry 
Geologv 
Paleontology 
Biology 
Botany 
Zoology 

Useful  Arts 
Medicine 
Engineering 
Agriculture 
Domestic  economy 
Communication.    Commerce 
Chemical  technology 
Manufactures 
Mechanic  trades 
Building 

Fine  Arts 
Landscape  gardening 
Architecture 
Sculpture 

Drawing.  Decoration.   Design 
Painting 
Engraving 
Photography 
Music 
Amusements 


poui  Shall  J 
Catalog  mv 
Librarv? 


Divisions  —  continued' 


tjotij  shall  y 

800 

Literature 

900 

History 

Catalog  iiiv 

810 

American 

910 

Geography  and  travels 

Librarv? 

820 

Eiigluh 

920 

Biography 

830 

German 

930 

Ancient  history 

840 

French 

940 

Europe 

850 

Italian 

950 

Asia 

860 

Spanisli 

960 

1 

Africa 

870 

Latin 

970 

S 

North  America 

880 

Greek 

980 

South  America 

890 

Minor  languages 

990 

Oceanica  and  Polar  Regions 

This  classification  will  cover  most  of  the  books  in  any  library 
up  to  a  few  thousand  volumes.  Where  a  closer  classification  is 
needed,  each  of  these  100  Divisions  is  again  divided  into  ten  sec- 
tions, and  the  process  is  repeated  as  often  as  necessary. 

Each  book  is  numbered  according  to  the  group  in  which  it  falls, 
and  all  the  books  are  arranged  on  the  shelves  in  simple  numerical 
order.  Since  each  group  or  subject  has  a  definite  number,  the  books 
on  any  subject  must  stand  together.  Thus  510  means  Class  5  (Nat- 
ural Science),  Division  10  (Mathematics),  and  every  book  on  Math- 
Liiiatics  is  numbered  510.  The  tables  show  the  logical  order  in 
which  subjects  follow  one  another. 

One  great  advantage  of  this  plan  is  that  each  class  may  be  sub- 
divided to  any  degree  desired  without  reference  to  the  others.  A 
library  that  has  made  a  specialty  of  Botany,  for  instance,  may  clas- 
sify its  books  oil  that  subject  with  the  greatest  minuteness,  and  yet 
carry  the  rest  of  its  classification  no  further  than  the  first  sub- 
division. 

[10] 


For  complete  tables  of  decimal  system,  together  with  subject 
index,  get  "Abridged  Decimal  Classification  and  Relativ  Index  " 
by  Melvil  Dewey,  M.A.  (Library  Bureau,  Cloth.  $1.50). 
Fiction  and  biography  exceptions 

In  a  small  library,  fiction  and  biography  are  not  classified  by 
the  decimal  system.  Fiction  has  a  place  on  the  shelves  by  itself 
and  is  arranged  alphabetically  by  name  of  author.  Individual  biog- 
raphy, that  is,  biography  of  a  single  person,  is  arranged  on  the 
shelves  alphabetically  by  name  ofiubject.  Thus  Hapgood's  Life  of 
Lincoln  is  shelved  under  Lincoln,  not  under  Hapgood. 

Author  mark 

i-iaving  designated  by  the  decimal  system  the  group  or  class 
in  which  a  book  stands,  it  remains  to  distinguish  one  book  from 
another  in  the  same  class.  This  is  best  done  in  a  small  library  by 
addinjj  to  each  book's  class  number  the  initial  of  its  author's  sur- 
name and  arranging  the  books  in  the  same  class  alphabetically  by 
name  of  author.*  Thus  Motley's  "Dutch  Republic"  would  be  940 
Putting  numbers  into  books  M 

Each  book  must  bear  its  complete  number  and  author  mark  in 
some  conspicuous  place.  In  a  small  library  the  be  Ian  is  to  have 
a  "book-plate,"  i.  e.,  an  artistic  label  of  some  sij,  ificant  design, 
which  IS  pasted  on  inside  front  cover  of  each  book.  On  this  die 
book's  number  and  .'uthor  mark  are  written.  A  plain  label  may  be 
used  instead  of  the  book-plate,  or  the  number  and  author  mark 
niay  be  written  directly  on  inside  of  cover,  or  on  back  of  title-paee 
above  copyright  entry.  ° 

»..>S*X"r  """"''  """'°'  *"  "^'""  ""*""  ''"'™'  """^'^  °^  "'"■■  C-'^-y  Bur^u. 


I'OU)    Biwll    ji 

CiUdlog  n\v 
Libmir? 


Practical  hints 

lt)OlBD  eliall  J  Group  your  books  roughly  into  classes  before  you  begin  to 

Catalog  nir  classify.  This  is  much  easier  than  classifying  each  book  as  you 
llibtari'?    come  to  it  in  the  midst  of  books  of  other  classes. 

In  determining  the  classification  of  a  book,  examine  first  the 
table  of  contents,  then  the  preface.  If  these  fail  to  enlighten  you 
as  to  the  exact  subject,  read  a  few  pages  here  and  there.* 

Get  the  real  subject.  Do  not  depend  on  the  title.  "History  of 
Mathematics"  is  classified  under  Mathematics,  not  under  History. 

If  a  book  treats  of  two  or  more  subjects,  classify  it  under  the 
most  prominent,  but  make  a  cutalog  card  for  ^ach  subject. 

Keep  your  classification  consistent. 

Remember  that  classification  is  not  an  exact  science,  but  a  con- 
tinual compromise.  Few  books  belong  absolutely  in  any  one  class. 
Any  classification  that  gets  the  books  on  any  one  subject  side  by 
side,  and  those  on  kindred  subjects  near  one  another,  is  a  good  one. 

*The  "  Catalog  of  A.  L.  A.  Library  **  published  by  the  Bureau  of  Education  at  Waahington  givea 
the  clauification  by  the  decimal  syitem  of  an  ideal  popular  library  of  5,000  volumei,  and  will  be  found  of 
great  asiiitance  by  the  amateur  classiAer.    It  il  lent  f  ?c  on  application  tu  the  Bureau  of  Education. 
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A  catalog  ,s  as  necessary  to  the  usefulness  of  a  library  as  classi- 
fication. It  ,s  a  short  cut  to  all  the  information  about  the  books 
that  any  reader  requires.  Has  the  library  a  book  by  a  given  title  ? 
What  books  has  it  by  a  given  author.?  What  books  has  it  on  a 
given  subject?  In  what  book  does  a  given  article,  essay,  or  drama 
appear? 

To  answer  these  questions  by  going  to  the  shelves  might  re- 
quire searching  through  all  books  in  a  class  or  several  cla.^s  A 
catalog  answers  them  immediately,  and  at  the  same  time  indicates 
the  exact  place  on  the  shelf  of  the  book  or  books  wanted 


Oottj  slwll  3 
Catalog  iiir 
Librarr? 


The  card  catalog 

In  a  card  catalog,  the  title,  author's  name,  and  subjects  are  each 
written  on  a  separate  card,  with  any  further  data  desired,  and  all 
the  cards  are  filed  alphabetically  in  a  card  tray  or  drawer. 

All  modern  libraries  now  use  card  catalogs.  A  card  catalog 
never  needs  rewriting.  It  is  expansive  and  grows  as  the  library 
grows.  Cards  for  new  books  can  be  entered  in  their  exact  alphabetic 
order  at  any  time,  and  new  sub-divisions  and  class. f  cations  may  be 
made  without  affecting  the  rest  of  the  catalog. 


C'J] 


!)0U.  ehall  3  As  a  rule,  author  card,  title  card,  and  one  or  more  subject  cards 

(.catalog  mr   should  be  written  for  each  work. 
Librarr? 

Author  card 


^10 
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!<^<nAA^«nrvdijYab   tUAa.  TV3<j..  W?t  Wt 
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On  the  first  line  write  author's  surname,  followed  by  his  given 
name  or  names;  on  the  next  line,  the  title;  below,  any  data  that 
you  consider  worth  while,— size  of  volume,  number  of  pages,  pub- 
lisher, date  and  place  of  publication,  etc.  In  the  upper  left  corner 
wn  e  the  class  number  with  author  letter  below  it. 
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Title  card 


^^J^!^^"^*^ 


wnroLa. 


O 


I        .  .  Catalog  iiip 

"UDject  to  right  of  second  vertical  line. 


F. 


Subject  card 


iCM^aa.. 


^X)xr(\Jierr^  ,UJ 


J^OtD  shall  J         Enter  subject  on  first  line,  author  on  second,  title  on  third. 
Catalog  mv  Write  class  number  and  author  letter  in  upper  left  corner. 
LtbrarT"? 

Many  books  require  several  subject  cards.  For  a  volume  of 
essays,  plays,  stories,  or  biographical  sketches,  it  is  desirable  to 
write  a  subject  card  for  each  essay,  play,  etc.,  of  importance. 

Frequently  the  book's  subject  and  its  title  are  identical,  as 
"  Botany,"  by  Gray. 

Fiction  requires  no  subject  card. 

[i6] 
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Arrangement 

Arrangeallcards— author,  title,  and  subject— in  one  alphabetic  I'olu  bImII  :i 

sequence  in  the  catalog  trays  or  drawers.    About  every  twenty  cards  Cat.uog  nn- 

insert  a  guide  card,  i.  e.,  a  card  with  a  projecting  tab,  and  on  the  '  "brarr? 
projection  write  the  first  word  of  card  that  follows  (see  page  6). 

Another  use  for  a  card  catalog 
A  card  catalog  need  not  be  confined  to  the  books  in  its  own 
library.  Every  reader  sees  magazine  articles,  published  reports, 
books,  or  reviews  of  books  which  he  is  unable  to  read  at  the  vme, 
but  to  which  he  would  like  to  refer  again.  "  I  will  remember  that 
and  look  it  up,"  the  busy  man  says,  but  in  the  pressure  of  other 
things  it  is  forgotten. 

Subject  cards  inserted  in  a  card  catalog  with  reference  to  the 
volume  and  page  of  the  periodical,  and  to  rhe  title  and  publisher 
of  the  book  or  report,  will  make  all  such  matter  available  when 
wanted. 

A  student's  small  library  fully  indexed  on  cards  is  often  of 
more  practical  working  value  than  many  a  large  library. 
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CARDS 


t'ou,  Bhall  J         The  COS.    f  catalog  card,  i,  .  ,„.1|  item  compared  with  the 

Library  Bureau  33-size.  Library  Standard  cards  (7.5  x  12  t  cm  • 

approximately  3  x  j  inches)  are  the  acknowledged   standard  Tci; 

catalog  work.*    They  are  made  of  a  special  g Jc  of  stockwhich 

annot  be  duphcated  outside  the  Library  Bureau,  and  JiH  Zt 
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For  hand-written  cataloe 


IlKt  liH 


Light  weight,  white.  Per  i.ooo, 

Medium  weight,  white.        Per  i,ooo. 

Also  in  colors.   Cheaper  grades  if  desired. 


$2.25 
3.00 


l>olB  sball  3 
Catalog  nir 
Librsrr? 


C»9] 


For  type-written  catalog 


Exact  size 


t?oU3  Shall  3r 

Catalog  iitr 

Itibrari'? 


Light  weight,  white,  Per  1,000, 

Medium  weight,  white,        Per  1,000, 

Also  in  colors.     Cheaper  grades  'if  desired. 


J. 00 
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Guides 

Every  guide  judiciously  inserted  in  a  card  catalog  increases  its    UoUi  sImU  1 
value  and  saves  unnecessary  handling.    The  rule  is  one  guide  for   Catalog  mv" 
about  every  twenty  cards.    Each  guide  has  a  projection  8  millime-    L.brarv? 
wes  high  and  one-fifth,  one-third,  or  one-half  the  width  of  the  card 
These  projections  are  in  different  positions  across  the  top  of  the 
guide  so  that  in  a  series  of  guides  one  will  not  obscure  another, 
(bee  frontispiece.)    Or.  each  projection  is  written  the  first  word  of 
the  card  that  follows.    In  very  small  card  catalogs  simple  A-Z 
guides  are  sufficient. 


BufF,  blue,  or  salmon.    Per  loo, 
Projections  printed  A  to  Z.    Per  set  (25  cards) 

[21] 


60c 
25c 


CARD       CATALOG       OUTFITS 

I.'OIU   shall   J  TK  •       r     L-  ^    i    1     ^ 

Catalog  „,.  o.J.        «";'**  "^  cabinets,  w,th  complement  of  cards  and  guides. 

uL.  1  °"f  ;"  7"f  '^°'"  » /''"'Aboard  box  of  one  hundred  cards,  upwards. 

canbeT       IT  ^^"^  '''^  ^^""^^"g  P^ces  that  complete  outfits 
can  be  bought  cheaper  than  cards  and  cabinets  separately 

In  ordering,  specify  what  ruling  of  cards  is  desired,  as  shown 
on  pages  ,9  and  20.  Also  whether  guides  .,\ould  be  half-,  third- 
or  fifth-cut  projections.  ' 


Japanned  tm  tray  with  folding  cover.  Equipped  with  Library 
Bureau  patent  adjustable  angle  block  and  screw-front  rod.  Solid 
bronze  rod  front.    Tray  is  5A  in.  wide.  lof  in.  long,  3A  in.  high. 


Japanned  tin  tray,  with  folding  cover, 
800  light-weight  cards, 
Set  of  A-Z  guides. 
Complete  outfit, 

[  "  ] 


li.oo 

1.80 

•25 

2-7S 


Card  catalog  outfits 


Tray  of  quartered   oak   or  .nahogany   with   shut-over  cover.  t'Oto  sball  3 

Equipped  with  Library  Bureau  patent  adjustable  angle  block  and  Catalog  ,„, 

screw-front  rod.    Solid  bronze  rod  front.    Tray  6xV  in.  wide,  4*  L.brarv? 
m.  high,  15  in.  deep.                                                                        ^ 


Oak  tray. 

Mahogany  tray, 

1,000  light-weight  cards, 

Set  of  A-Z  guides. 

Complete  outfit,  with  oak  tray. 

Complete  outfit,  with  mahogany  tray, 


^2-75 
3.00 
2.25 

•25 
5.00 

5-25 
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Card  catalog  outfits 


ni 


^?*!*«fj«-. 


One-tray  cabinet 

l)OU)  shatl  3  Cabinet  of  quartered  oak  (antique  finish).    Equipped  with  LJ- 

Catalog  inv    brary  Bureau  patent  adjustable  angle  block  and  screw-front  rod. 
Llbratr?    Solid  bronze  label-holder  and  rod  front.     Cabinet  is  6S  in.  wide, 
4.i  in.  high,  iji  in.  deep. 


Oak  cabinet, 

I, GOO  light-weight,  750  medium-weight, 

50  blank  guides, 

Complete  outfit, 

[24] 


?4-oo 

2.25 

•30 

6.2  r 


Card  catalog  outfits 


Two-tray  cabinet 

Cabinet  ofquartered  oak  (antique  finish)  or  mahogany.  Equipped  I'OU.  Blmll  J 

with  Library  Bureau  patent  adjustable  angle  blocks  and  screw-front  Catalog  inr 

rods.   Sohd  bronze  label-holders  and  rod  fronts.    Cabinet  is  1 2A  in.  L.bmiP? 
wide,  4!  in.  high,  13*  in.  deep. 


<  ak  cabinet, 
Mahogany  cabinet, 

2,000  Tight-weight  or  1,500  medium-weight  cards 
100  guides,  ' 

Complete  outfit,  with  oak  cabinet. 
Complete  outfit,  with  mahogany  cabinet 

[25]' 


1 5. 00 
5.50 
4.50 
.60 
9.00 
9.50 


Card  catalog  outfits 


I 


i 


Four>tray  cabinet 
t?ott)  Bljall  3  Cabinet   of  quartered    oak  (antique   finish)    or    mahogany. 

Catalog  nir  Equipped  with  Library  Bureau  patent  adjustable  angle  blocks 
Librarr?  and  screw-front  rods.    Solid  bronze  label -holders  and  rod  fronts. 
Cabinet  is  laA  in.  wide,  8J  in.  high,  iji  in.  deep. 

Oak  cabinet. 

Mahogany  cabinet, 

4,000  light-weight  or  3,000  medium-weight  cards, 

200  guides, 

Complete  outfit,  with  oak  cabinet. 

Complete  outfit,  w'th  mahogany  cabinet, 

[a6] 
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9.00 

9.00 

1.20 

15.00 

16.00 


Carl  catalog  outfits 


Siz-tray  cabinet 

Same  material,  construction,  and  fittings  as  two-tray  cabinet,  jjom  aijall  j 

laAin.  wide,  ia»  in.  high,  13*  in.  deep.  Citalog  mp 

Oak  cabinet,  J12.CO          Librarp? 

Mahogany  cabinet,  iJ-SO 
6,cxx}  light-weight  or  4,500  medium-weight  cards,  13.50 

300  guides,  1.80 

Complete  outfit,  with  oak  cabinet,  22.00 

Complete  outfit,  with  mahogany  cabinet,  23.50 

[^7] 


Card  catalog  outfits 


Nine-tniy  cabinet 

Library?  r»  i      •.•  =■      o  y. 

Oak  cabinet. 
Mahogany  cabinet, 
9,000  light-weight  cards, 
6,800  medium-weight  cards, 
500  guides. 

Complete  outfit,  with  oak  cabinet, 
Complete  outfit,  with  mahogany  cabinet, 
[28]' 


1 1 8.00 
20.25 
20.25 
20.40 
3.00 
34-00 
36.25 


Card  catalog  outHtt 


Twelve- trty  cabinet 


19*  in.  wide,  ,5!  in.  J.igh,  ,^1  ;„.  j^p 

Oak  cabinef,  ^27.50;  mahogany  cabinet  tio  ca 

Complete  outfit,  with  oak  cabinet.  +-^° 

Complete  outfit,  with  mahogany  cabinet,  !l°° 

'               '  58-00 
[29] 


Catalog  mp 
Eibrarp? 


FOR       PRIVATE      LIBRARIES 

l)OUi  slwll  j         We  have  unmatched  facilities  for  designing  and  furnishing  pri- 
Catalog  mr  ^ate  libraries.   The  best  results  are  obtained  when  we  take  the  bare 
tibrarv?  room  and  work  out  every  detail  of  woodwork  and  furniture. 

In  many  private  libraries,  admirably  treated  artistically,  the 
practical  side  is  largely  ignored.  Our  services  insure  the  best  artis- 
tic treatment  combined  with  technical  correctness.  This  means  not 
only  the  greater  usefulness  of  the  library  but  a  far  more  interesting 
room. 

Designs  and  estimates  will  be  submitted  on  request. 


CATALOGS 

Full  information  concerning  correct  library  equipment  of  every  descrip- 
tion may  be  had  from  our  illustrated  library  catalog  parts,  any  or  all  of 
which  will  be  sent  free  on  application,  as  follows : 

Card  Catalogs,  56  pages. 

Library  Manuals  and  Administrativt  Rtnrds,  48  pages. 

Furniturtfor  LikrarUs,  Schools,  and  Offices,  56  pages. 

Library  and  Office  Supplies,  3 1  pages. 

Estimates  and  plans  for  special  woodwork,  fittings  and  furniture  may 
be  had  on  application. 
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